APPLICATION FOR RECORDS RETENTION SCHEDULE pOFFICE OF THE SECAETARY OF STATE

4 RECORDS MANAGEMENT D!VISION _

INSTRUCTIONS See Publltztlon No. 76—-RM—1 for instructions on completing this form. Forward signed or:gmal to -
Department of Archives and History, Records Management Division, 330 Capitol Avenue Atlanta Georgia, 30334,

Attentlon Schedullng Section. _ ! j f
[ FOR AGENCY USE 1. Agency Address = o FOR RECORDS MANAGEMENT USE '
Application Date Office of Planning and Budget, Application Numbaer )
‘| General Government Division -
e Room 613 8_ c-2549
Application Number 270 Washington St. SW _ Date Receugd Date Completed
_ Atlanta, Georgia 30334 | APR - 91880 | ppR 2 8 1980
2. Person to Contact Workmg Tltle Telephone Number
Winford P01tev1nt Director 656 4311

3 Actlon Requested
3. ¥ Estapusn Retention Schedule; re'pord will continue to accumulate.
b. [ Dispase of present accumulation; no further accumulation anticipated.

| ¢._ O Amend Application No. Check One: {1 Change; O Supercede; [J Void

4, Dates of Series 5. Records Series Title (followed by title used in office; if different)
Earliest Latest

STATE AGENCIES BUDGET SUBMISSION (ZERO BASE BUDGET) FILES

| Present

6. Division and Office Function What is the function of the Division and the Office in which this record series is created?
Headed by a Director, the General Government and Protection of Persons and Property Division
performs all functions relating to budget analysis and policy planning for State agencies
responsible for administering State laws relating to protection of persons and property and
for delivering services relating to general government activities. These agencies are the
Departments of Administrative Services, Agriculture, Defense, Banking and Finance, Law,
Offender Rehabilitation, Public Safety, Revenue; the Correctional Industries Administration,
the State Merit System of Personnel Administration, the Georgia Building Authority, the
Employees' and Teachers' Retirement Systems, the Finance and Investment Commission, the
State Crime Commission, the Georgia Bureau of Investigation, the Offices of the Comptroller
General and the Secretary of State, the State Board of Pardons and Paroles, and the Executive
Department. In addition to these functions which are shared with other budget and planning
divisions, this Division performs the following unique functions: prepares Budget Preparation

7. Re::ord Se'r-i_es Description This file contains the foilowing documents (mclude form numbers and titles, if any):
Attach sampies of the file. ‘

Documents relating to: requesting and justifying requests for- budget appropriations for those
State agencies responsible for admlnisterlng State laws relating to
protection of persons and property.

Included are: one (1) copy of the Zero Base Budget Request (as submitted to O.P.B.)

from the following State agencies: Depdrtment of Administrative Services,
Department of Agriculture, Department of Defense, Department of Banking &
Finance, Department of Law, Department of Offender Rehabilitation, Depart-
ment of Public Safety, Department of Revenue, Correctional Industries
Administration, State Merit System of Personnel Administration, Georgia
Building Authority, Employees' Retirement System, Teacher's Retirement
System, Finance and Investment Commission, State Crime Commission, Georgia
Bureau of Investigation, Office of the Comptroller General, Office of the
Secretary of State, State Board of Pardons and Paroles, and the Executive

Department; and supporting Schedules.

|___Files &'reronquor%i%’f?a%"@fcaﬁﬁ %ayr‘.':'“ﬂtl:e %%n%r;, thereunder in volumes when necessary. |

8. M Monthly Reference Rate How often are records referred to which are:

One to six months old e, Seven to twelve monthsold . ; Thirteen to twenty-four months oid
twenty-five monthsandolder______? ' :

| 9. Annual Rate of Accumulation of Rerords
Letter-size drawers . _______;legalsizedrawers . . ; Shelves

; Qther (specify)

AR—50—-71, Rev.76 T . {oven




ves | no | 10. Questiciriii[e (Place an X" in the Qﬂ:_)pél’ columni _ : 7 ______7_ T w:——”*—_j B ]
a, lIs this the official copy of the series? |
X __ 1. Hnot where is it? e o _ — _ . N
b« Does the series conta:nf:onfidentiai information requiring securitv handling? If yes, cite Iaw or regulation,
x i e o, T TR e e h e —E T A3 . -—Ff—‘
I x . Is this a \ntal record? B o I
X d _Does this series have historical or long term research value? _ e N 457___
e. When one or two documents in the file rhake it necessary to keep the entire file for a long period, could these
X | documents be scheduled separatelv? B
X 1 | £ Isthe information contained in 1hl&5&fl9$£VEt_QUb|i$h_d? Af yﬁ.jna_ch_cggv _Ammual Budget RePOrt I
Is the mformatlon contained in this serieg ever apalyzed ang/or recorded in a sumparized report?
Lx || % i ver atacncomy. " Beorglats Fudget REYOL YOy CotRltampensed e
h, Is there a duplication of this series in your office, or in another office Gr agency? L
X if ves. where? __€ach State Agency; Legislative Budget Office; Division Planners & Analyg:
1 X i._Is this series [inmammgraan of it) requiarly microfilmed?
X . L._Does the record series resuit in a computer printout? _ Georgia's B_udget Report
11. Fletent:on Requirements The following requires the series to be kept:
a, State Law ? _ years. d. Audit period e e e e Y @ATS,
b. Statute of limitation N years. e. Administrative need — 1 —.years,
c. Federal law N -T: | § N - . Federal retention instructions —ee..._Years.

Attach copy or excerpt of laws or regulations. Explain administrative need.

i

12. Aporoved Disposition Instructions  This agency recommends that the file series be cut otf at the end of each:
O Calendar Year; [ Fiscal year; O Other . . then,

s .

T Hoid in the current files area —._. . __month(s)
O Transfer to local holding area, hold - .—.Year(s); then

O Transfer to State Records Center;hold _____ . year(s); then
O Destroy.

1 Transfer to State Archives for permanent retention.

X2 Other {Specify) ;

year(s); then

. Division Planners Copy: Cut off flle at end of each fiscal year, hold in current
files area 1 year; then destroy.

Division Analysts Copy: Cut off file at end of each fiscal year, hold in current
files area 1 year; then retire to State Archives,

These instructions apply to all prior and future accumuiations of the series.

en HeadlDes:gnee (S:gnature} _  Date Records Management Offiqgr {Slgnature) o | Da'tem |
ﬁi‘{ m/ev &;r)[/ fm;éé@(@/;dﬁ (/L
~ State Records Committes Signature) Date |

Recommendations in para- T ] T T ' ' T
graph 12 are approved., State Auditor/Designee '/‘ 3" ’ ? ()
{If disapproved, attach letter | _—a& .
of explanation.) Secretary/ gt \State/Designee 17/"'/ ()L”m

s Attorney Generai/Designee % l ?V Gl

e ey —
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